
Appendix D  State Characteristics Data Element Definitions
and Notes
(Source: WINPLUS User's Guide Version 2.0, FY 1998)

Note: The items below are answered by the state library agency.

#      Data Element Name                             Data Element Definitions and Notes

01 State (Automatic Display) Definition: This is the standard two-letter state abbrevia-
tion automatically assigned by WinPLUS.

Note: See Appendix I — State Codes.

02 FSCS Submission Year Definition: This is the year in which these FSCS data are
(Automatic Display) submitted to NCES and is automatically assigned by

WinPLUS.

03 Reporting Period Starting Date Definition: This is the earliest date (month and year) for a
12-month period that applies to the state's data being
submitted to NCES.

Note: Reporting period means data for the fiscal year that
ended in the previous calendar year. If data are collected
for different local reporting periods, provide the earliest
starting date.

04 Reporting Period Ending Date Definition: This is the latest date (month and year) for a
12-month period that applies to the state's data being sub-
mitted to NCES.

Note: Reporting period means data for the fiscal year that
ended in the previous calendar year. If data are collected
for different local reporting periods, provide the latest
ending date.

05 Official State Total Population Definition: This is the most recent official total population
Estimate figure for your state that matches the local population

figures that you are submitting to NCES.  The State Data
Coordinator should obtain this figure annually from the
State Data Center or other official state sources.

5A Total Unduplicated Population Definition: This is the total unduplicated population of
       of Legal Service Areas those areas in your state that receive library services.  The

population of unserved areas is not included in this figure.



Note: A state’s actual total population of legal service
areas may be different from the total population of legal
service areas as calculated by WinPLUS.  This happens in
states where there are overlaps in population of legal
service areas served by individual libraries, resulting in the
same population being counted twice in the WinPLUS
calculation.  For states that have no overlapping jurisdic-
tions, this number will be identical to your state’s total
population of legal service areas as calculated by WinPL-
US.  For states that do have overlaps in population of legal
service areas served by individual libraries, this number
must be calculated separately.

Use your state’s most recent official state population
figures for jurisdictions in your state as the basis for calcu-
lating the total unduplicated population of legal service
areas.

                                                                                                                                                                
Note: Some of the data element names that appear on the WinPLUS data entry screens are abbrevi-

ated.



Appendix EAdministrative Entity Data Element Definitions

ADMINISTRATIVE ENTITY (not a WinPLUS Data Element)*

Definition:  This is the agency that is legally established under local or state law to provide public
library service to the population of a local jurisdiction.  The Administrative Entity may have a single
outlet, or it may have more than one outlet.

Note:  Do not report Administrative Entities Only, for purposes of this survey.

#      Data Element Name                                          Data Element Definitions and Notes                     

01 LIB ID (Optional) Definition: This is the state-assigned identification
code for the administrative entity.

1A FSCS ID (Automatic Display) Definition: This is the identification code assigned
by NCES to the administrative entity.

02 Name* Definition: This is the legal name of the adminis-
trative entity.

Note: Provide the name of the public library.

03 Street Address Definition: This is the complete street address of
the administrative entity.

Note: Do not report a post office box or general
delivery.

04 City Definition: This is the city or town in which the
administrative entity is located.

4A County of the Entity Definition: This is the county in which the admin-
istrative entity is located.

05 Zip1 Definition: This is the standard five-digit postal zip
code for the street address of the administrative
entity.

06 Zip2 Definition: This is the four-digit postal zip code
extension for the street address of the administra-
tive entity.



07 Phone Definition: This is the telephone number of the
administrative entity, including area code.

Note: Report telephone number without spacing or
punctuation.

07A   Interlibrary Relationship Code* Select one of the following:

HQ Headquarters of a System, Federation, or
Cooperative Service.
(Include any system, federation, or co-
operative service member acting in this
role.)

ME Member of a System, Federation, or
Cooperative Service, but not the head-
quarters.

NO Not a Member of a System, Federation,
or Cooperative Service.

HQ Headquarters of a System, Federation, or
Cooperative Service

Definition: The library or entity that provides the
physical space and staff who manage, coordinate,
or administer the programs of the system,
federation, or cooperative service.  Note:  Agencies
that serve other libraries rather than the public
should not be reported to FSCS.

ME Member of a System, Federation, or
Cooperative Service

Definition:  An autonomous library joined by
formal or informal agreement(s) with other
autonomous libraries in the same state to perform
various services cooperatively, such as resource
sharing, communications, etc.  This does include
libraries that are part of national, multi-state or
statewide library systems, federations, or coopera-
tive services. (Do not respond ‘Yes’ if you belong
to OCLC).   This does not include multiple-outlet
administrative entities (e.g., libraries with branches
that have the word "system" in their legal name) if
the entity does not have an agreement with another
autonomous library.



7B Legal Basis Code* Definition: The legal basis is the type of local
government structure within which the entity
functions.  It reflects the state or local law which
authorizes the library.

Select one of the following:
CI Municipal Government (city, town or vil-

lage)
CO County/Parish
CC City/County
MJ Multi-jurisdictional
NL Native American Tribal Government
NP Non-profit Association or Agency
SC School District
SD Special Library District (authority, board,

commission)
OT Other

                                   CI Municipal Government (city, town or vil-
lage)

Definition: A municipal government is an
organized local government authorized in a state’s
constitution and statutes and established to provide
general government for a specific concentration of
population in a defined area.

CO County/Parish

Definition: An organized local government
authorized in a state’s constitution and statutes and
established to provide general government.

CC City/County

Definition:  A multi-jurisdictional entity that is
operated jointly by a county and a city.

MJ Multi-jurisdictional

Definition: An entity operated jointly by two or
more units of local government under an intergov-
ernmental agreement which creates a jointly
appointed board or similar means of joint gover-
nance; to be distinguished from a library which
contracts to serve other jurisdictions and from
special library districts.

Note:  Please put city/county combinations under
‘CC’, rather than under Multi-jurisdictional.

NL Native American Tribal Government



Definition: An organized local government
authorized and established to provide general
government to residents of a Native American
reservation.

Note: Include native Alaskan villages in this
category.

NP Non-profit Association or Agency

Definition: An entity privately controlled but
meeting the statutory definition of a public library
in a given state; includes association libraries.

SC School District

Definition: An organized local entity providing
public elementary, secondary, and/or higher
education which, under state law, has sufficient
administrative and fiscal autonomy to qualify as a
separate government.  Excludes "dependent public
school systems" of county, municipal, township, or
state governments.

SD Special Library District (authority, board,
commission)

Definition: This is a district, authority, board or
commission authorized by state law to provide
library services.

OT Other

7C Administrative Structure Code* Definition: This code identifies an autonomous li-
brary entity that has its own governance and fund-
ing.

Select one of the following:

MA Administrative Entity with Multiple
Direct Service Outlets where Adminis-
trative Offices are Separate

MO Administrative Entity with Multiple
Direct Service Outlets where Adminis-
trative Offices are Not Separate

SO Administrative Entity with a Single
Direct Service Outlet

MA Administrative Entity with Multiple
Direct Service Outlets where
Administrative Offices are Separate



Definition: An Administrative Entity that serves
the public directly with two or more service
outlets, including some combination of central
librar(ies), branch(es), bookmobile(s), and/or
books-by-mail only.  The administrative offices are
separate from the direct service outlets and do not
provide direct library services.

MO Administrative Entity with Multiple
Direct Service Outlets where Adminis-
trative Offices are Not Separate

Definition: An Administrative Entity that serves
the public directly with two or more service out-
lets, including some combination of a central
librar(ies), branch(es), bookmobile(s), and/or books-
by-mail only.

SO Administrative Entity with a Single
Direct Service Outlet

Definition: An Administrative Entity that serves
the public directly with one central library, books-
by-mail only, or one bookmobile.

7D  FSCS Public Library Definition Answer <Y>es or <N>o to the following question:
Does this public library meet all the criteria of the
FSCS public library definition?

A public library is an entity that is established
under state enabling laws or regulations to serve a
community, district, or region, and that provides at
least the following:

1. An organized collection of printed or other
library materials, or a combination thereof;

2. Paid staff;

3. An established schedule in which services of
the staff are available to the public;

4. The facilities necessary to support such a
collection, staff, and schedule; and

5. Is supported in whole or in part with public
funds.

Note: If the library meets all of the requirements of
this definition, respond with a yes.  If the library
does not meet one or more of the requirements,
respond with a no.



7E Geographic Code** Definition: Choose from among the following
types of readily available Census geography, one
code that either exactly or most nearly describes
the geographic area for which the public library
has been established to offer services and from
which (or on behalf of which) the library derives
income and any areas served under contract for
which the library is the primary service provider.

CI1 — City (exactly)
CI2 — City (most nearly)
CO1 — County (exactly)
CO2 — County (most nearly)
MA1— Metropolitan Area (exactly)
MA2— Metropolitan Area (most nearly)
MC1— Multi-County (exactly)
MC2— Multi-County (most nearly)
SD1 — School District (exactly)
SD2 — School District (most nearly)
OTH— Other

Note:  The Population of Legal Service Area (Data
Element 08) should be reflected in the geographic
code selected.

08 Population of the Legal Service Area Definition: The number of people in the
geographic area for which a public library has been
established to offer services and from which (or on
behalf of which) the library derives income, plus
any areas served under contract for which the
library is the primary service provider.

Note: The determination of this population figure
shall be the responsibility of the state library a-
gency.  This population figure should be based on
the most recent official state population figures for
jurisdictions in your state available from the State
Data Center.  The State Data Coordinator should
obtain these figures annually from the State Data
Center or other official state sources.

09 Number of Central Libraries Definition:   This is one type of single outlet
library (SO) or the library which is the operational
center of a multiple-outlet library (MO or MA).
Usually all processing is centralized here and the
principal collections are housed here.  Synony-
mous with main library.

Note: Not all administrative entities have a central
library and some administrative entities have more
than one central library.



10 Number of Branch Libraries Definition:   A branch library is an auxiliary unit of
an Administrative Entity which has at least all of
the following: 1) separate quarters; 2) an organized
collection of library materials; 3) paid staff; and 4)
regularly scheduled hours for being open to the
public.

11 Number of Bookmobiles Definition:   A bookmobile is a traveling branch li-
brary.  It consists of at least all of the following: 1)
a truck or van that carries an organized collection
of library materials; 2) paid staff; and 3) regularly
scheduled hours (bookmobile stops) for being open
to the public.

Note: Count the number of vehicles in use, not the
number of stops the vehicle makes.

12 Number of Book-by-Mail Only This automatic-display-only item was
discontinued.

PAID STAFF (FULL-TIME EQUIVALENT)

Report figures as of the last day of the fiscal year. Include all positions funded in the library’s budget
whether those positions are filled or not.   To ensure comparable data, 40 hours per week has been set
as the measure of full-time employment (FTE).

13 ALA-MLS Definition: Librarians with master’s degrees from
programs of library and information studies
accredited by the American Library Association.

14 Total Librarians Definition: Persons with the title of librarian who
do paid work that usually requires professional
training and skill in the theoretical or scientific
aspects of library work, or both, as distinct from its
mechanical or clerical aspect. This data element
also includes ALA-MLS (Data Element #13).

15 All Other Paid Staff Definition: This includes all other FTE employees
paid from the reporting unit budget, including plant
operations, security, and maintenance staff.

16 Total Paid Employees Definition: This is the sum of total librarians (Data
Element #14) and all other paid staff (Data
Element #15).

OPERATING INCOME

Report income used for operating expenditures as defined below.  Include federal, state, or other
grants. DO NOT include income for major capital expenditures, contributions to endowments, income
passed through to another agency (e.g., fines), or funds unspent in the previous fiscal year.  (Funds
transferred from one public library to another public library should be reported by only one of the
public libraries. The State Data Coordinator shall determine which library will report these funds.)



17 Local Government Income Definition: This includes all tax and non-tax
receipts designated by the community, district, or
region and available for expenditure by the public
library.  Do not include the value of any contrib-
uted or in-kind services or the value of any gifts
and donations, fines, or fees.

18 State Government Income Definition: These are all funds distributed to public
libraries by State government for expenditure by
the public libraries, except for federal money
distributed by the State. This includes funds from
such sources as penal fines, license fees, and
mineral rights.

19 Federal Government Income Definition: This includes all federal government
funds distributed to public libraries for expenditure
by the public libraries, including federal money
distributed by the State.

20 Other Income Definition: This is all income other than that
reported by Local, State, and Federal (Data
Elements #17, #18, and #19).  Include, for exam-
ple, monetary gifts and donations received in the
current year, interest, library fines, and fees for
library services.  Do not include the value of any
contributed or in-kind services or the value of any
nonmonetary gifts and donations.

21 Total Income Definition: This includes income from the Local
government, the State government, the Federal
government, and all other income (The sum of
Data Elements #17 through #20).

OPERATING EXPENDITURES

Operating expenditures are the current and recurrent costs necessary to support the provision of
library services.  Significant costs, especially benefits and salaries, that are paid by other taxing
agencies (government agencies with the authority to levy taxes) Αon behalf of Α the library may be
included if the information is available to the reporting agency. Only such funds that are supported by
expenditure documents (such as invoices, contracts, payroll records, etc.) at the point of disbursement
should be included.  Estimated costs are not reported.

22 Salaries & Wages Expenditures Definition: This includes salaries and wages for all
library staff (including plant operations, security,
and maintenance staff) for the fiscal year.  Include
salaries and wages before deductions but exclude
employee benefits.

23 Employee Benefits Expenditures Definition: These are the benefits outside of
salaries and wages paid and accruing to employees



(including plant operations, security, and mainte-
nance staff), regardless of whether the benefits or
equivalent cash options are available to all employ-
ees.  Include amounts for direct paid employee
benefits including Social Security, retirement,
medical insurance, life insurance, guaranteed
disability income protection, unemployment
compensation, workmen’s compensation, tuition,
and housing benefits.

24 Total Staff Expenditures Definition: This includes salaries and wages (Data
Element #22), and employee benefits (Data Ele-
ment #23).

25 Collection Expenditures* Definition: This includes all expenditures for
materials purchased or leased for use by the public.
It includes print materials, microforms, machine-
readable materials, audiovisual materials, etc..

26 Other Operating Expenditures* Definition: This includes all expenditures other
than those for staff (Data Element #24) and collec-
tion (Data Element #25).

Note: Include expenses such as binding, supplies,
repair or replacement of existing furnishings and
equipment, and costs incurred in the operation and
maintenance of physical facilities.

27 Total Operating Expenditures* Definition: This includes total expenditures on
staff, total expenditures on collection, and other
operating expenditures (Data Elements #24, #25,
and #26).

Note:  Includes Operating Expenditures for
Electric Access (Data Element #45) and Operating
Expenditures for Library Materials in Electronic
Format (Data Element #44).

28 Capital Outlay Definition: These are funds for the acquisition of
or additions to fixed assets such as building sites,
new buildings and building additions, new equip-
ment, initial book stock, furnishings for new or
expanded buildings, and new vehicles.  This ex-
cludes replacement and repair of existing fur-
nishings and equipment, regular purchase of
library materials, and investments for capital
appreciation.

Note: Local accounting practices shall determine
whether a specific item is a capital expense or an
operating expense regardless of the examples in
the definition.



LIBRARY COLLECTION

Note: Report physical units for items 29Χ33 and 46.  For smaller libraries when volume data are not
available, title information may be substituted.  Items which are packaged together as a unit (e.g., two
compact discs or two video cassettes) and are generally checked out as a unit, should be counted as
one physical unit.

29 Book/Serial Volumes Definition: Books are non-periodical printed
publications bound in hard or soft covers, or in
loose-leaf format. Serials are publications issued in
successive parts, usually at regular intervals, and as
a rule, intended to be continued indefinitely.
Serials include periodicals (magazines), news-
papers, annuals (reports, yearbooks, etc.), mem-
oirs, proceedings, and transactions of societies.
Except for the current volume, count unbound seri-
als as a volume when the library has at least half of
the issues in a publisher's volume.

30 Audio Definition: These are materials on which sounds
(only) are stored (recorded) and that can be repro-
duced (played back) mechanically or elec-
tronically, or both. Included are records,
audiocassettes, audio cartridges, audiodiscs,
audioreels, talking books, and other sound record-
ings.

31 Film No longer collected.

32 Video Definition: These are materials on which pictures
are recorded, with or without sound.  Electronic
playback reproduces pictures, with or without
sound, using a television receiver or monitor.

33 Subscriptions Definition: This refers to the arrangements by
which, in return for a sum paid in advance,
periodicals, newspapers, or other serials are
provided for a specified number of issues.  These
are print and microfilm subscriptions only; not
electronic or digital subscriptions.

Note: Count print subscriptions purchased from the
library’s budget and those donated to the library as
gifts.  Count titles, including duplicates, not indi-
vidual issues.   Include the total number of
subscriptions for all outlets.

SERVICES

34 Unduplicated Hours No longer collected



35 Public Service Hours per Year Definition: This is the sum of annual public service
hours for outlets.

Note: Include the hours open for public service for
centrals (data element #9), branches (data element
#10), bookmobiles (data element #11), and books-
by-mail only.  For each bookmobile, count only the
hours during which the bookmobile is open to the
public.  For Administrative Entities that offer ON-
LY books-by-mail service, count the hours that the
outlet is staffed for service.  Minor variations in
scheduled public service hours need not be in-
cluded, however extensive hours closed to the
public due to natural disasters or other events
should be excluded even if the staff is scheduled to
work.

36 Library Visits Definition: This is the total number of persons
entering the library for whatever purpose during
the year.

Note:  If an actual count of visits is unavailable,
determine an annual estimate by counting visits
during a typical week in October and multiplying
the count by 52.  A “typical week” is a time that is
neither unusually busy nor unusually slow.  Avoid
holiday times, vacation periods for key staff, or
days when unusual events are taking place in the
community or the library.  Choose a week in which
the library is open its regular hours.  Include seven
consecutive calendar days, from Sunday through
Saturday (or whenever the library is usually open).

37 InΒLibrary Use No longer collected.

38 Reference Transactions Definition: A reference transaction is an
information contact which involves the knowledge,
use, recommendations, interpretation, or in-
struction in the use of one or more information
sources by a member of the library staff.  It in-
cludes information and referral services.  Informa-
tion sources include printed and non- printed mate-
rials, machine-readable databases, catalogs and
other holdings records, and, through communica-
tion or referral, other libraries and
institutions and people inside and outside the li-
brary.  The request may come in person, by phone,
by fax, mail, or by electronic-mail from an adult, a
young adult, or a child.



Do not count directional transactions or questions
of rules or policies.  Examples of directional
transactions are “Where are the children’s books?”
and “I’m looking for a book with the call number
811.2G.”  An example of a question of rules or
policies is “Are you open until 9:00 tonight?”

Note:  If an annual count of reference transactions
is unavailable, determine an annual estimate by
counting reference transactions during a typical
week in October and multiply the count by 52.  A
"typical week" is a time that is neither unusually
busy nor unusually slow.  Avoid holiday times, va-
cation periods for key staff, days when unusual
events are taking place in the community or in the
library.  Choose a week in which the library is
open its regular hours.  Include seven consecutive
calendar days, from Sunday through Saturday (or
whenever the library is usually open).

39 Total Circulation Definition: The total annual circulation of all
library materials of all types, including renewals.

Note: Count all materials in all formats that are
charged out for use outside the library.  Interlibrary
loan transactions included are only items borrowed
for users.  Do not include items checked out to
another library.

INTER-LIBRARY LOANS

40 Provided To Definition: These are library materials, or copies of
the materials, provided by one library to another
upon request.  The libraries involved in interlibrary
loans are not under the same library administration.
These data are reported as annual figures.

41 Received  From Definition: These are library materials, or copies of
the materials, received by one library from another
library upon request.  The libraries involved in
interlibrary loans are not under the same library
administration.  These data are reported as annual
figures.

CHILDREN====S SERVICES

42 Circulation of Children=s Materials Definition: The total annual circulation of all
children’s materials in all formats to all users.  It
includes renewals.



43 Children=s Program Attendance Definition: The count of the audience at all pro-
grams for which the primary audience is children.
Includes adults who attend programs intended
primarily for children.

Note: Output Measures for Public Library Service
to Children; A Manual of Standardized Procedures
(ALA, 1992) defines children as persons age 14
and under.

ELECTRONIC TECHNOLOGY

44 Operating Expenditures Definition: Report operating expenditures for
For Library Materials in materials considered part of the collection, whether
Electronic Format* purchased or leased, such as CD-ROMs, magnetic
(also include in #25 or #26) tapes, and magnetic discs, that are designed to be

processed by a computer or similar machine.
Examples are U.S. Census data tapes, locally-
mounted databases, serials, and reference tools.
Include operating expenditures for equipment when
the cost is inseparably bundled into the price of the
information service product.  Exclude operating
expenditures for library system software and
microcomputer software
used only by the library staff.

Note:  These expenditures should also be included
in Collection Expenditures (Data Element #25)  or
Other Operating Expenditures (Data Element #26)
on the Administrative Entity screen.

45 Operating Expenditures Definition:  Report all operating expenditures from
 for Electronic Access* the library budget associated with access to

electronic
(also include in #25 or #26) materials and services.  Include computer hardware

and software used to support library operations,
whether purchased or leased, mainframe and
microcomputer.  Include expenditures for
maintenance.  Include expenditures for equipment
used to run information service products when that
expenditure can be separated from the price of the
product.  Report expenditures for services provided
by national, regional, and local bibliographic
utilities, networks, consortia and commercial
services.  Report all fees and usage costs associated
with such services as OCLC FirstSearch or
electronic document delivery.

Note: Report only operating expenditures.  These
expenditures should also be included in Collection



Expenditures (Data Element #25) or Other
Operating Expenditures (Data Element #26) on the
administrative entity screen.  Do NOT report capital
expenditures for items in this category.

46 Number of Library Materials Report the number of physical units such as CD-
in Electronic Format ROMS, magnetic tapes and magnetic disks that are

designed to be processed by a computer.  Examples
are U.S. Census data tapes, locally-mounted
databases, reference tools, and serials on CD-ROM,
tape, or floppy disk.  Exclude bibliographic records
used to manage the collection, library system
software, and microcomputer software used only by
the library staff.

47  Access to Electronic Services Answer <Y>es or <N>o to the following question:
Does your library provide access to electronic
services (e.g., bibliographic and full-text databases,
multi-media products)?

These are electronic services provided due to
subscription, lease, license, consortial membership
or agreement.  Include full-text serial subscriptions
and electronic databases received by the library or
an organization associated with the library.

48 Access to Internet Answer <Y>es or <N>o to the following question:
Does

the public library have access to the Internet?

The Internet is the collection of networks that
connects government, university, and commercial
agencies (e.g., NSFNET, WestNet, etc.) and is
unified by the use of a single protocol suite,
TCP/IP.

Report the library as providing Internet access only
if one or more of the following services are
accessible: telnet, gopher, file transfer protocol, or
community network.  Do not report a library that
has access to electronic mail only.

If the public library has access to the Internet as
defined in the three preceding sentences, respond
<Y>es to this data element and answer Internet
Use Code (Data Element #49).  If the library does
not have access to the Internet, respond <N>o, and
leave Data Element #49 blank.

49  Internet Use Code If the library has Internet access, is Internet used
by (select one):



ST library staff only
PI patrons through a staff intermediary only
PE patrons either directly or through a staff

intermediary
UK unknown

50 Number of Internet Terminals Definition:  Number of computer terminals (PC,
      Used by Staff Only**   ‘dumb terminal’, etc.) used by staff only in the
                                                                          library that are used to connect to the Internet (text

  only, graphical, etc.).

51  Number of Internet Terminals Definition: Number of computer terminals (PC,
            Used by General Public** ‘dumb terminal’, etc.) used by general public in the

library that are used to connect to the Internet (text
only, graphical, etc.).

                                                                                                                                                                   
* Definition or related note has been revised.
**New data element.
Note:  Some of the data element names that appear on the WinPLUS data entry screens are
abbreviated.



Appendix FOutlet Data Element Definitions

#      Data Element Name                                           Data Element Definitions and Notes                    

01 LIB ID (OPTIONAL) Definition: This is the state-assigned identification
code for the Outlet.

1A FSCS ID (Automatic Display) Definition: This is the identification code assigned
by NCES.  Outlets are assigned the same FSCS ID
as the Administrative Entity to which they belong,
with a unique three-digit suffix added to distin-
guish each outlet.

02 Name Definition: This is the name of the Outlet.

03 Street Address Definition: This is the complete street address of
the Outlet.

Note:  Do not report a post office box or general
delivery.  For a bookmobile that operates from an
administrative entity, branch, or central library,
report the address of the administrative entity,
branch or central library from which it operates.
For a bookmobile that is itself the administrative
entity, report the address where the bookmobile is
parked at night.

04 City Definition: This is the city or town in which the
Outlet is located.

05 County of the Outlet Definition: This is the county in which the Outlet
is located.

06 Zip1 Definition: This is the standard five-digit postal zip
code for the street address of the Outlet.

07 Zip2 Definition: This is the four-digit postal zip code
extension for the street address of the Outlet.

08 Phone Definition: This is the telephone number of the
Outlet, including area code.

Note: Report telephone number without spacing or
punctuation.



09 Outlet Type Code Definition: An outlet is a unit of an Administrative
Entity that provides direct public library service.

Select one of the following:

BM Books-by-Mail Only
BR Branch Library
BS Bookmobile(s)
CE Central Library

BM Books-by-Mail Only

Definition:  A direct mail order service which
provides books and other library materials.  Books-
by-mail typically serves rural residents, the
disabled, the homebound, and others without access
to another type of public library outlet.  Requests
for materials are usually received by mail and by
telephone only.  Only Books-by-Mail services that
are housed separately from any other type of direct
public service outlet (that is, central library,
branches, or bookmobiles) should be coded here.

BR Branch Library

Definition: A branch library is an auxiliary unit of
an Administrative Entity which has at least all of the
following: 1) separate quarters; 2) an organized col-
lection of library materials; 3) paid staff; and 4)
regularly scheduled hours for being open to the pub-
lic.

BS Bookmobile(s)

Definition: A bookmobile is a traveling branch li-
brary.  It consists of at least all of the following: 1) a
truck or van that carries an organized collection of
library materials; 2) a paid staff; and 3) regular
scheduled hours (bookmobile stops) for being open
to the public.

Note:  A separate outlet record may be created for
each bookmobile.  You may wish to create separate
outlet records for individual bookmobiles if  (1)
they have different addresses and/or (2) they have
different Metropolitan Status Codes.  Alternatively,
a bookmobile outlet record may include more than
one bookmobile.



CE Central Library

Definition: This is one type of single outlet library
(SO) or the library which is the operational center of
a multiple-outlet library (MO or MA).  Usually all
processing is centralized here and the principal
collections are housed here.  Synonymous with
main library.

Note: Not all Administrative Entities have a central
library and some Administrative Entities have more
than one central library.

10 Metropolitan Status Code Select one of the following.  Bookmobiles should
report the code which best describes their primary
service area.

CC Within the city limits of the central city of
a Metropolitan Area.

NC Metropolitan Area, but not within central
city limits.

NO Not in a Metropolitan Area.
UK Unknown

Note: Contact the state data center for specific
information about Metropolitan Areas in your state.

CC Central City

Definition: The largest central city and, in some cas-
es, up to two additional central cities are included in
the title of the Metropolitan Area; there also are
central cities that are not included in a Metropolitan
Area title.  A Metropolitan Area central city does
not include any part of that city that extends outside
the Metropolitan Area boundary.

NC Metropolitan Area, but not within central
city limits.

Definition: A large population nucleus, together
with adjacent communities that have a high degree
of economic and social integration with that nucle-
us.  Some Metropolitan Areas are defined around
two or more nuclei. Each Metropolitan Area must
contain a place with a minimum population of
50,000 or a Census Bureau-defined urbanized area
and a total Metropolitan Area population of at least
100,000 (75,000 in New England).  A Metropolitan
Area comprises one or more central counties. (I-
ndependent cities are considered county equiva-
lents.)  A Metropolitan Area may also include one
or more outlying counties that have close economic



and social relationships with the central county.  An
outlying county must have a specified level of com-
muting to the central counties and also must meet
certain standards regarding metropolitan character,
such as population density, urban population, and
population growth.  In New England, Metropolitan
Areas are composed of cities and towns rather than
whole counties.

11 Population of the Legal Service 
Area by Type of Outlet*** No longer collected

12 Number of Bookmobiles in Definition: The number of bookmobiles in the book
the Bookmobile Outlet Record mobile outlet record.

Note: A bookmobile outlet record may include one
or more bookmobiles.  Complete this data element
only if the outlet record is of the type BS - Book-
mobile(s) (see Outlet Data Element #9).  A book-
mobile is a traveling branch library.  It consists of at
least all of the following: 1) a truck or van that
carries an organized collection of library materials;
2) a paid staff; and 3) regular scheduled hours (boo-
kmobile stops) for being open to the public.  Count
vehicles in use, not the number of stops the vehicle
makes.

13 Web Address Definition: This is the Web Address of the outlet.
http://__________________________.

                                                                                                                                                                   
***Data element was deleted.
Note:  Some of the data element names that appear on the WinPLUS data entry screens are abbrevi-
ated.


